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Step-By-Step Benefits Enrollment Guide 
How To Enroll In Benefits 

Items Needed before Enrolling  

 Dependents/beneficiary information including date of birth and social security number. 

 Name and address of your physician(s).  Required to complete the Primary Care Provider (PCP) 

section for your State Health Plan. 

 

Accessing Employees Self Service in eEnroll 
1) Visit the State Health Plan portal at: 

www.shpnc.org  

 

 

 

 

 

 

 Click ‘Enroll Now’ 

 

A page similar to the right is displayed. 

 
1) Select the ‘Login to eEnroll through 

BEACON’ option 

 

Click Login to 

eEnroll thru 
BEACON 

http://www.shpnc.org/
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2) Login by entering your Login ID and 

Password.   

 

If you have not logged into the eEnroll 

system before to create a Login ID or 

Password, you will need to click on 

‘Create an Account’.  

 

If you have forgotten your Login ID or 

Password, or are receiving an error 

message, click on ‘Can’t access your 

account’ option to reset your Login ID 

and password.  

3) Follow the prompts to create your 

personal Login and Password. 

 
4) To ensure security, you will be asked to 

select pictures in answer to a question.  

 

A page similar to the right is displayed. 

 

Click ‘Verify’ once you have selected the 

appropriate pictures.  

 

Once confirmed that ‘You are not a Robot’, 

click ‘Next’.   
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5) If you get an error message, “Failure to 

verify your identity.  Please verify your 

account information or contact 855-859-

0966 for assistance”, please contact the 

phone number provided.  Benefitfocus will 

research the issue. If you are unable to 

access the online enrollment, Benefitfocus 

can process a phone enrollment if needed.   

 

The error may be due to 3 reasons: 

1) If a New Hire, your personnel 

action may not have been entered 

in the BEACON system and 

transferred to Benefitfocus.  

Contact your Agency HR office for 

resolution. 

2) Your account in Benefitfocus may 

not have been profiled to ‘Allow 

user to login’.  Benefitfocus can 

update this profile.  

3) You may need to reset your Login 

ID and/or Password. 

 

 

 

6) Once a login ID and password has been 

created, check the acknowledgement box 

and click ‘Next’ 
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Starting your Benefits Enrollment 

Logging in will take you to your enrollment 

portal.  Click ‘Get Started’ 

 

 

 
1) Before enrolling in benefits, you will 

have the option to add dependents into the 

eEnroll system. Click ‘Add Dependents’ 

to enter demographic info on any 

dependents that you would like to enroll in 

a plan (you will need to enter their SSN).   

 

Once completed, click ‘Next’ 

 
2) You will be able to see your ‘Current 

Benefits’ platform and the ‘Open 

Enrollment Benefits’ Platform.  Make sure 

you click on the Open Enrollments 

Benefits tab for 2017 enrollments.  
3) You will be provided a list of plans to 

enroll in or decline. The Medical Plan will 

be the first in the list.  

 
4) Click ‘Edit coverage’ to edit the 

medical plan or ‘Show Plan Details’ to 

review the coverage.  

 

Click Get 

Started  
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5) You will be asked to indicate why you 

are making this change: options are for 

‘Open Enrollment’ or ‘Life or family 

change’. For 2017 plan changes, click 

‘Open Enrollment’.  (Life changes should 

be completed under the Current Benefits 

platform.) Then click ‘Next’. 

 
6) A message regarding open enrollment 

will appear, click ‘Close’ to continue 

through the enrollment process.  

 
7) All 3 medical options (70/30, 80/20 & 

CDHP 85/15) will show in a list.  

 

Click ‘Select plan’ for the plan you are 

choosing to enroll in.   

 

 

 

 

 

 
8) You will also have an option to decline 

the plan if you are choosing not to enroll. 

 
9) After choosing a medical plan option, a 

‘Wellness Premium Credit Important 

Notice’ will appear advising you to 

complete and SAVE. Click the ‘X’ to 

continue through the enrollment process 

and complete all wellness credits. 
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10) The ‘Tobacco User Attestation’ is the 

first wellness credit requiring completion.  

To receive credit, you must indicate you 

are NOT a tobacco user or you agree to 

enroll in QuitlineNC.   

 

If you indicate ‘I am a tobacco user’ you 

will not receive the premium reduction 

credit.  

 

Once you indicate your tobacco use, click 

‘Next’ to continue. 

 

 

 

 

 

11) Choosing a Primary Care Provider 

(PCP) is the next wellness credit option.   

 

If you have not selected a PCP, click the 

‘Search’ button to find your provider. 

Follow the prompts to find and select your 

PCP.   

 

If you have previously selected a PCP, the 

name should appear in the ‘PCP Name’ 

section.  

 

Click ‘Next’ to continue through the 

wellness credit applications.  

 

12) Click the ‘Access Your Health 

Assessment’ button. This will link you to 

the Active Health website to complete the 

assessment.  

 

NOTE:  Health Assessments for 2016 were 

deleted on 4/30/16. Employees are 

required to resubmit the assessment 

anytime from 5/1/16 thru 10/31/16 to 

obtain the health assessment wellness 

credit for 2017. If you completed the 

health assessment 5/1/16 or after or 

during annual enrollment, you will see a 

message, “Success! Your Health 

Assessment has been completed!” 

OR 
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13) Click ‘Next’ to continue through the 

enrollment process. 

 
14) Once all wellness credits are 

completed, you will get a summary of the 

medical plan chosen.  You will have the 

option to ‘Edit’ the plan if needed or click 

‘Save’ to continue through the enrollment.  

 
15) As you go through the enrollment 

process, you can follow your progress to 

completion from Profile, to Shop for 

benefits, to Confirm & Finish by viewing 

the icons at the top of your screen.  

 

 
16) Benefits Complete will indicate the 

number of enrollment steps left until 

completion.  Example: 8/11 shows 8 of 11 

steps are completed.  

17) Once the medical plan has been 

enrolled or declined, you will see a list of 

remaining plans where you can choose to 

enroll or decline coverage.  

 

You must enroll or decline for each 

plan in order to complete and save 

your enrollment changes.  
 

18) Once you have enrolled or declined, be 

sure to ‘Save’ your enrollment changes. If 

you return home before saving, your plan 

changes for annual enrollment will not be 

completed or saved.  

 

19) Upon completion of annual enrollment 

and saving your changes, you will get a 

message stating, ‘Congratulations…You 

have successfully completed your 

enrollment.’  You will then have the 

option to print your ‘Benefits Detail 

Report’ by clicking on the link.  
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Important Benefit Enrollment Tips: 

State Health Plan Selection  ALL employees currently enrolled in a 

medical plan were dropped to the 70/30 

plan. Employees will need to complete the 

enrollment process to change to a different 

plan. 

 There is a tobacco attestation wellness credit 

that must be completed for the 70/30 plan in 

order to reduce the employee only premium.  

 SSN is REQUIRED for dependents over the age 

of 6 months.  If SSNs are not provided, those 

dependents will be dropped effective 1/1/17.  

Health Assessment  Health assessments were deleted as of 4/30/16. 

 Employees need to completed the health 

assessment anytime between 5/1/16 & 10/31/16 

in order to get the assessment credit for the 2017 

plan year.  

Tobacco Attestation  To receive the credit, employees must be tobacco 

free OR enroll in QuitlineNC.  

 QuitlineNC is the ONLY cessation plan available 

to receive this credit.  

Pharmacy Benefits  As of 1/1/17, CVS Caremark will become the 

new Pharmacy Benefit Manager.  (Previously for 

2016, it was Express Scripts.) 

 Members will receive new ID cards.  

 

NC Flex Plan Selections  FSA – Employees must re-enroll in the FSA’s each 

year.  These plans do not automatically resume. 

 All other plans will automatically roll into the 2017 

plan year.  

 Group Term Life – Employees can increase 

coverage by $20,000 up to the guaranteed 

amount ($200,000) with no EOI.  

 Cancer – No EOI required for annual enrollment. 

 Voluntary AD&D – Coverage available in 

increments of $50,000.  Employees previously 

enrolled in odd increments ($75K, 125K, etc.) will 

be rolled up to the next even dollar amount.  Core 

AD&D is still available at no charge. 

 Critical Illness – Plan offers a new $25k option 

in addition to the $15k already available. 

 Dental – MetLife is the new dental vendor! 

 Vision – No change in rates for 2017! 

 Tricare – Offered as a supplemental plan for 

retired military employees! 

 

Annual Enrollment Effective Dates & 

Premium Deductions 

 Effective date = 1/1/17 

 Premium Deductions Begin: 

     State Health Plan = Dec 2016 Payroll 

     NC Flex Plans = Jan 2017 Payroll 


